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NAVFAC INSTRUCTION 5212.9D

From: Commander, Naval Facilities Engineering Command

Subj: RECORDS MAINTENANCE

Ref: (a) SECNAVINST P5212.5C of 21 Mar 1987 (revision of Chapters 7,8, and 13), and of
     11 Jul 1985 (revision of chapters 6 and 10) with Appendix C, “Disposal of Navy and
     Marine Corps Records”
(b) SECNAVINST 5210.11D, “Standard Subject Identification Codes” (SSIC)
(c) NAVFACINST 5212.13, “Handling and Retention of Asbestos Related Records”
(d) NAVFACINST 5510.11 series, “Information and Personnel Security Program”
(e) OPNAVINST 5510.1H, “Information and Personnel Security Program Regulation”

Encl: (1) SF 135 - “Records Transmittal and Receipt”
(2) Optional Form (OF) 11 - “Reference Request - Federal Records Centers”

1.  Purpose.  To delegate authority for establishment of policy on records maintenance; and to
prescribe procedures for the transfer, retention, retrieval, and destruction of Naval Facilities
Engineering Command Headquarters (NAVFACENGCOMHQ) records.

2.  Cancellation.  NAVFACINST 5212.9C of 01 August 1988.

3.  Authority.  The Director, Administrative Services Division, Code 915, will establish policy on
and direct management of the Headquarters records maintenance program; and serve as records
officer with approval authority for Headquarters records maintenance decisions.

4.  Scope and Applicability.  This instruction applies to all records in the custody of
NAVFACENGCOMHQ.

5.  Definition of Custodian of Records.  A custodian of records is one who has been delegated
responsibility for maintaining control of records.

6.  Transfer of Records.

a. Custodians of records will contact the records officer -- who will consult reference (a)
to determine if the records are unclassified and if they will have a sufficient retention period at the
Federal Records Center (FRC).
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 (1) The records officer will assign a SSIC number from reference (b) and an accession
number to the records if the retention period is sufficient.

(2) If the records are classified, the records officer will contact the Headquarters
Security Manager who will possess the records in accordance with reference (e).

(3) If the retention period is not deemed satisfactory, the records will not be transferred.

(4) If the records are in a form other than paper -- such as microfilm or tapes, the
records officer will follow the procedures outlined in reference (a).

b. Custodians will put records approved for transfer to a FRC in records center cartons
available from the Administrative Services Division, Code 915.

(1) All cartons of records will be full.  A partially-filled box is not satisfactory and will
not be accepted by the FRC.

(2) After the cartons are packed, custodians will forward a memo to the records officer
with a list of the contents of each box with inclusive dates of records in each box.  ALL
CARTONS WILL BE KEPT IN THE OFFICE OF THE CUSTODIAN OF RECORDS UNTIL
NOTIFIED BY THE RECORDS OFFICER FOR PICK-UP.

(3) Custodians will mark the box number on each box with large BOLD writing of black
ink on the front of the box (opposite the staples) in the upper right corner as follows:
1 of __, (i.e., 1 of 6), 2 of __, etc.  The accession number will also be marked opposite the box
number in the upper left corner with BOLD writing of black ink.  Mailing labels will be typed by
the custodian with the address of the FRC and secured on top of the box.

(4) The records officer will complete enclosure (1).  The original and two copies will be
forwarded to the appropriate FRC.  One copy will be retained and filed with the memo received
from the code.  Upon acceptance of enclosure (1) by the FRC for the records to be stored, two
validated copies will be returned to the records officer for filing with the list of records.

c. When the custodian is notified by the records officer to send boxes to the mail room for
transfer to the FRC, or to have the boxes picked up by the FRC instead of mailing directly, Box
One will be put on top with a copy of enclosure (1) inside, which will be provided by the records
officer.

d. If records relate to asbestos or nuclear weapons, custodians will notify the records
officer and follow mandatory procedures outlined in references (b) or (c).
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7.  Retention of Records

a. Reference (a) provides prescribed retention periods for all categories of records.

b. Custodians of records will not destroy or order the destruction of any records through
the duration of their prescribed retention periods.

8.  Retrieval of Records.

a. Custodians of records stored at a FRC will send a memo to the records officer with a
copy of enclosure (1) originally sent to the FRC requesting retrieval of any desired records.

b. The records officer will fill out enclosure (2) and send it to the FRC.

c. The records officer will file a copy of enclosure (2) with a copy of the custodian’s
retrieval memo.

9.  Destruction of Records.

a. When records stored at a FRC approach the end of their retention periods, the records
officer will notify custodians of their imminent destruction, with the exception of those pertaining
to asbestos and/or nuclear material, which will be retained permanently in accordance with
reference (c).

b. Custodians may request retrieval of any such records rather than allow records to be
destroyed.

10.  Action.  Addresses will comply with references (a) through (e) and the provisions of this
Instruction.

B. F. MURPHY, JR.
Comptroller
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